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Training Catalog

Click here to access the Comptroller Training and Event Registration Site. Access is limited to Commonwealth employees within MAGNet.

Any questions regarding training, including requests for group or custom training can be emailed to Comptroller.Info@state.ma.us.

Below is a full listing of training offered by the Office of the Comptroller; including the course description, target audience, duration, frequency and location.

	Webcast Course Offerings:
· How to Run a Warehouse Starter Query
· Interdepartmental Chargebacks
· Vendor Management

	Instructor-led Training for Payroll:
· HR/CMS Fundamentals
· LCM Management

	Instructor-led Training for MMARS Users:
· Accounts Receivable for Beginners
· Appropriation Management
· Encumbrance Management
· Establishing a Federal Grant in MMARS
· Federal Grant Activity Reconciliation
· Introduction to State Finance and MMARS Navigation
· Payment Management
· Recurring Payments
· State Finance Executive Overview

	Workshops for the Commonwealth Information Warehouse (CIW):
· CIW Report Building with Microsoft Access 2010
· CIW Report Building with Microsoft Excel 2010
· Introduction to HR/CMS Payroll Warehouse
· Introduction to LCM Warehouse
· Introduction to MMARS Warehouse
· Intermediate MMARS Warehouse


	Instructor-led Training for Risk Management, Internal Control and Fraud Awareness:
· Fraud Awareness and Prevention 
· Risk Management and Internal Control


Webcast Training

How to Run a Warehouse Starter Query Webcast
Gain an understanding of how to locate, run and review the results of a warehouse starter query.

Target Audience:	CIW users
		         
Duration:		1 Hour
Frequency:		Monthly



Interdepartmental Chargebacks Webcast
Learn the chargeback process consisting of; establishing, encumbering, billing and payments and tracking internal business transactions.

Target Audience:	MMARS users

Duration:		1 Hour
Frequency:		Monthly



Vendor Management Webcast
Review the Vendor Customer Table (VCUST), in addition to the Vendor Customer Creation (VCC) and Vendor Customer Modification (VCM) documents and process.

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		1.5 Hours
[bookmark: mmars]Frequency:		Monthly






Instructor-led Training for MMARS Users
 
Accounts Receivable for Beginners
Review the Accounts Receivable billing cycle and the Accounts Receivable set up tables, and documents.

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		3 Hours  
Frequency:		Bi-monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Appropriation Management
Understand how state funds are loaded and tracked in MMARS, including the budget loading process, and learn how to read budget documents, tables and tracking reports.

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		4 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab




Encumbrance Management
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Learn how to correctly enter an encumbrance document, resolve common errors, and the relationship with the payment process. 

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		3 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Establishing a Federal Grant in MMARS
Review the paperwork and procedures required to initiate and process federal grants, the ISA process and documents and table set up. 

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		4 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Federal Grant Activity Reconciliation
Review monitoring and reconciling federal grant activity and revenue, tables and reports.

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		4 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Introduction to State Finance and MMARS Navigation
Understand the structure of state government, annual budget process and state finance basics.  Participate in MMARS navigation and locate frequently used documents and tables.

Prerequisites:		Valid MMARS UAID and password

Target Audience:	New employees and new and current MMARS users

Duration:		3.5 Hours
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Payment Management
Learn how to correctly enter a payment document, utilize prompt pay discounts, resolve common errors, and the relationship with the disbursement process. 

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		3 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Recurring Payments
Learn how to use the Recurring Payment Schedule Table, enter the RPO document, resolve common errors, track invoices and payments.

Prerequisites:		Intro to State Finance and MMARS Navigation
                           	Valid MMARS UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		3 Hours  
Frequency:		Bi-monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab
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State Finance Executive Overview
The Office of the Comptroller offers training for executive managers new to state government, providing an overview of statewide systems and advice on the top 10 mistakes of managers new to state government.

Target Audience:	New CFOs / Executive Managers

Duration:		3 Hours
Frequency:		On Request 



Instructor-led Training for Payroll 

HR/CMS Fundamentals
New HR/CMS users will gain a basic understanding of HR/CMS operation fundamentals, processes and affiliated components, and support tools to further assist users with HR/CMS concepts and terminology.

Prerequisites:		Valid HR/CMS UAID and password.

Target Audience:	New HR/CMS users

Duration:		3 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

LCM Management
Learn to interpret the default labor record and labor history, apply LCM rules, enter exceptions and adjustments, and utilize available funds.

Prerequisites:		Intro to State Finance and MMARS Navigation
			Valid MMARS UAID and password
			Appropriate security role to access to LCM

Target Audience:	LCM/MMARS system users
			Managers/Supervisors

[bookmark: pay][bookmark: ciw]Duration:		5 Hours  
Frequency:		Bi-Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab







Workshops for the Commonwealth Information Warehouse (CIW)

CIW Report Building with Microsoft Access
Create customized reports and pivot tables based on MMARS data from the Commonwealth’s Information Warehouse. 

Prerequisites:		Intro to State Finance and MMARS Navigation
			Valid Warehouse UAID and password
			One of the following trainings:
· Intro to MMARS Warehouse
· Intro to HR/CMS Payroll Warehouse
· Intro to LCM Warehouse

Target Audience:	Experienced Warehouse users       
                           	Managers/Supervisors

Duration:		3 Hours  
Frequency:		Bi-Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

CIW Report Building with Microsoft Excel
Create customized reports based on MMARS data from the Commonwealth Information Warehouse, including charts, pivot tables, various formatting and display options.

Intro to State Finance and MMARS Navigation
			Valid Warehouse UAID and password
			One of the following trainings:
· Intro to MMARS Warehouse
· Intro to HR/CMS Payroll Warehouse
· Intro to LCM Warehouse

Target Audience:	Experienced Warehouse users       
                           	Managers/Supervisors

Duration:		3 Hours  
Frequency:		Bi-Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab






Introduction to HR/CMS Payroll Warehouse
Gain a basic understanding of the Information Warehouse, where HR/CMS data is stored in the CIW and the steps to building queries and running starter queries. 

Prerequisites:		Valid Warehouse UAID and password
			Access to HR/CMS tables

Target Audience:	HR/CMS system users
			Managers/Supervisors

Duration:		5 Hours  
Frequency:		Bi-Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Introduction to LCM Warehouse
Gain a basic understanding of the Information Warehouse, where LCM data is stored in the CIW, and the steps to building queries and running starter queries. 
	
Prerequisites:		LCM Management
			Valid Warehouse UAID and password
			Access to LCM tables

Target Audience:	LCM system users
			Managers/Supervisors

Duration:		5 Hours  
Frequency:		Bi-Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab

Introduction to MMARS Warehouse
Gain an understanding of the Information Warehouse, how data is stored in the CIW, the steps to building and running starter queries and available resources.

Prerequisites:		Intro to State Finance and MMARS Navigation
			Valid Warehouse UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		5 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab


Intermediate MMARS Warehouse
Create advanced queries in contracts, general accounting and revenue.  Learn additional Access functions; calculations, expressions, joins and make table queries. 

Prerequisites:		Intro to State Finance and MMARS Navigation
			Valid Warehouse UAID and password

Target Audience:	MMARS system users
			Fiscal Budgetary staff
			Managers/Supervisors

Duration:		4 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. 9th Floor Training Lab



























Instructor-led Training for Risk Management, Internal Control and Fraud Awareness

Risk Management and Internal Control
Every Commonwealth employee has a responsibility for risk management and internal control. Learn to recognize and mitigate risk, and understand the critical components of an effective Internal Control Plan.

CFO’s, Senior Managers, Program Managers and Internal Control Officers are encouraged to attend however this training is applicable to all commonwealth employees.
	
Target Audience:	All Commonwealth employees

Duration:		3 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. CTR Conference Room


Fraud Awareness and Prevention
Every employee has a responsibility for fraud awareness and prevention. Learn the indicators or “red flags” of fraud, the impact and consequences of fraud, and the tools to prevent and detect fraud. 

CFO’s, Senior Managers, Program Managers and Internal Control Officers are encouraged to attend however this training is applicable to all commonwealth employees.

Target Audience:	All Commonwealth employees

Duration:		3 Hours  
Frequency:		Monthly
Location:		One Ashburton Place, Boston. CTR Conference Room
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